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U.S. Army Corps of Engineers 
FORMS AND DISTRIBUTION MANAGEMENT INSPECTION CHECKLIST
For use of this form, see Engineer Regulation (ER) 25-30-1; the proponent agency is CECI-PID-IS. 
SECTION I - PROGRAM MANAGEMENT
(AR 25-30, DA Pamphlet 25-40, and ER 25-30-1)
  YES
NO
1.  HAS A RECORDS MANAGER BEEN APPOINTED IN WRITING TO SERVE AS THE DIVISION/DISTRICT/CENTER/FIELD        OPERATING ACTIVITY (FOA) FORMS MANAGEMENT OFFICER?
2.  ARE THE FOLLOWING CURRENT HIGHER ECHELON RECORDS MANAGEMENT DIRECTIVES ON HAND OR         ACCESSIBLE BY COMPUTER?
  a.  AR 25-1, Army Information Technology (http://www.apd.army.mil/pdffiles/r25_1.pdf)? 
  b.  AR 25-30, Army Publishing Program (http://www.apd.army.mil/pdffiles/r25_30.pdf)?
  c.  AR 25-50, Preparing and Managing Correspondence (http://www.apd.army.mil/pdffiles/r25_50.pdf)? 
  d.  AR 25-400-2, The Army Records Information Management System  (ARIMS) 
       (http://www.apd.army.mil/pdffiles/r25_400_2.pdf)?    
  e.  DA Pamphlet 25-40, Army Publishing Program Procedures (http://www.apd.army.mil/pdffiles/p25_40.pdf)?
  f.   ER 25-30-1, Guidance for Preparation and Processing of USACE Publications and Forms.
3.  HAS A LOCAL PREPARATION AND PROCESSING OF LOCAL COMMAND FORMS DOCUMENT BEEN       AUTHENTICATED AND PUBLISHED?
4.  DOES THE RECORDS MANAGER REFER CUSTOMERS TO THE FORMS DESIGN AND CREATION PAGE 
     (https://aceit.usace.army.mil/support/printandpubs/Pages/FormsDesignandCreation.aspx) FOR INSTRUCTIONS ON 
     PROCESSING FORMS?
SECTION II - COMMAND FORMS
  YES
NO
1.  ARE LOCAL FORMS ISSUED ONLY WITHIN RESPECTIVE DIVISION, DISTRICT, CENTER, OR FOA, AND THEIR        SUBORDINATE ELEMENTS?
2.  ARE FORMS ASSIGNED NUMBERS BY THE RECORDS MANAGER/FORMS MANAGEMENT OFFICER?
3.  ARE FORMS THAT ARE EFFECTIVE FOR A LIMITED PERIOD OF TIME IDENTIFIED AND PUBLISHED AS TEMPORARY,      TEST, OR ONE-TIME FORMS? 
4.  DO REVISED FORMS CONTAIN A SUPERSESSION STATEMENT THAT IS APPROPRIATELY PLACED AND STATED ON        THE FORM?
5.  ARE FORMS FULLY STAFFED WITH ALL MANDATORY AND INTERESTED OR AFFECTED ORGANIZATIONS PRIOR      TO PUBLICATION?
6.  HAVE THE PROPONENTS FOR ALL LOCAL COMMAND FORMS BEEN IDENTIFIED?
7.  DO SURVEY FORMS COLLECTING INFORMATION FROM 10 OR MORE INDIVIDUALS INSIDE OR OUTSIDE THE       AGENCY CONTAIN APPROPRIATE CONTROL NUMBERS?
8.  ARE RECORDS MAINTAINED ON COSTS RELATIVE TO LIFE CYCLE MANAGEMENT OF FORMS? 
9.  ARE DD FORMS 67 (FORM PROCESSING ACTION REQUEST) MAINTAINED FOR MANAGEMENT AND HISTORICAL      PURPOSES FOR EACH FORMS TRANSACTION?
     a.  Have all DD Forms 67 been reviewed for required form elements?
     b.  Is a DD Form 67 submitted with each creation of a new form, request for revision to a form, or rescission?
10.  ARE REQUESTS FOR DEVIATION TO ALTER THE CONTENT, FORMAT, OR CONSTRUCTION OF FORMS FULLY         JUSTIFIED AND RESTRICTED TO TWO YEARS?
SECTION III - DISTRIBUTION MANAGEMENT
11.  WHEN APPLICABLE, IS THE USE OF SOCIAL SECURITY NUMBERS ON FORMS JUSTIFIED AND APPROVED?
12.  IS A PROGRAM TO ENCOURAGE THE DESIGN AND USE OF ELECTRONIC FORMS IN PLACE?
13.  DO USERS HAVE THE NECESSARY EQUIPMENT AND SOFTWARE TO USE ELECTRONIC FORMS?
14.  ARE FORMS PRESCRIBED IN PUBLICATIONS?
15.  DO THE PRESCRIBING PUBLICATIONS CONTAIN THE FORM NUMBER, TITLE, AND SOURCE OF SUPPLY?
16.  IS A FORMS REVIEW CONDUCTED AT THE AGENCY EVERY THREE YEARS AS A MINIMUM?
       a.  What was the date of the last forms review?
       b.  Are procedures implemented to publish an index of forms?
17.  ARE ALL DATA PROPERLY ACCOUNTED FOR AND RECORDED PER AR 25-400-2?
18.  IS DA FORM 2028 (RECOMMENDED CHANGES TO BLANK FORMS AND PUBLICATIONS) USED BY CUSTOMER TO        REQUEST AND SUBMIT REVISIONS TO HIGHER ECHELON FORMS?
1.  IS DA FORM 12 USED TO ESTABLISH/CHANGE/RESCIND ACCOUNTS?
2.  ARE MAILING ADDRESSES FOR AUTHORIZED ACCOUNTS REVIEWED AND UPDATED EACH YEAR AND CHANGES      SUBMITTED ON DA FORM 12?
3.  IS DA FORM 12-99 REVIEWED TO ENSURE REQUIREMENTS ARE NOT EXCESSIVE FOR INITIAL DISTRIBUTION      FOR PUBLICATIONS?
4.  ARE INITIAL DISTRIBUTION REQUIREMENTS REVIEWED AT LEAST ONCE A YEAR AND ANY NECESSARY CHANGES      MADE AS REQUIRED?
5.  ARE ACCOUNT VERIFICATION LISTINGS VERIFIED EACH YEAR?
7.  ARE RECORDS MAINTAINED ON THE USE OF NON-ELECTRONIC FORMS TO AVOID PROCURING EXCESSIVE      STOCKS AND ENSURE THAT FORMS ORDERED ARE CONSISTENT WITH EXPECTED USAGE?
8.  ARE NUMERICAL FORMS FILES MAINTAINED?
6.  FOR NON-ELECTRONIC FORMS, ARE PROCEDURES IMPLEMENTED TO MAINTAIN AN INVENTORY OF FORMS       ISSUED?
SECTION V - RECORDS MANAGEMENT AUTHORITY
SECTION IV - REMARKS
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